
(UM or Dept. Logo Here)

Date
Recipient address

Street

City, State, Zip

Dear (Recipient Name):

I am (We are) pleased to offer you the position of ___________________________ with the University of Montana in the ______________  department, located in Missoula, Montana to begin on           (date)          .  Please be advised that this is a conditional offer of employment dependent on approval by the Commissioner of Higher Education and the successful completion of a University of Montana Background Investigation.  
This letter is to ensure that we are in agreement as to the basic terms of your employment as stated in this letter.  If the terms are acceptable, please sign the original letter and return it to me, along with any accompanying forms, within _____ days of receipt of this letter and prior to your first day of employment.  The enclosed copy is for your records.

This is a Montana University System contract (MUS) position for which you will be paid a starting gross salary of ___________annually, payable in equal monthly amounts.  MUS contracts are subject to all relevant policies and procedures of the University of Montana and Board of Regents.  
You will be contacted via e-mail by Accurate Background, Inc. to complete the background check authorization.  In addition to forms relating to withholding, personal information, and benefits, you will be asked to complete Section 1 of the INS Form I-9.  This form will instruct you to provide documents to prove your identity and eligibility to work in the United States, which the law requires of all US employers.  Please bring the original documents for verification on or before the day you begin work; failure to do so may necessitate a delay in your starting date.

I look forward to your joining our team and hope your work with ______(department name)_____ will be fulfilling and challenging.  

Sincerely,

_________________________________________

(Supervisor name and title here)
              Date

_________________________________________

(Dean/Director name and title here)
              Date

_________________________________________

(Executive Officer name and title here)
Date

_________________________________________

President Seth Bodnar


Date
Accepted:
_________________________________________

(Name of candidate here)


Date

